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> In the coming 30 minutes, write an 
Email to your supervisor, informing 
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> Messages are written to 

> Inform 

> Recommend 

> Motivate 

> Persuade 

> Impress 

> Record 

> Instruct 

> What else...? 
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What does 1 ’ 1 ’ "' 


Good reports are those that have a low /cognitive 
cost'. 

In other words, they are: 

> Brief - succinct, long enough to say what is 
necessary and no more. 

> Clear - clearly written, no need for dictionary to 
understand it. 

> Precise - saying exactly what is necessary, not 
digressing 


> In our language - no 


> Simple - no complicated structures 

> 

> Descriptive - enou; 
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> Read the following mail in a few 
minutes then evaluate it with yoi 
■ . partner(s) in terms of: i J§ 


> Content and Organization 

Logical sequence, paragraphs, clarity 


Sentence structures, grammar, 
vocabulary... 
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> What's my purpose ? 

> Who's my audience? 

> What's the context? 

> What's the content? 


■ ,, ■ 


mm 

mm 




"V ■ ' 






www.reachingpinnacles.com 



2 . 


> 


•APfrhyhJ*. * ; / 9mmm "j'^i'it^ss^s^rs^B^tsas^aisaicgassswaCTBraBBraMBHBEBBai^^a^^mamaMwowssKa^Bwsw© 

www.reachingpinnacles.com 





www.reachingpinnacies.com 


Report Structure (2) 





www.reachingpinnacles.com 


Report Structure (3) 



s^ artTOeg feifl i ^iJP IIII | | | || |if niIWiTmmrirgin‘TOTTTinrainBTaiTinHTTriT F*n fc f" J -^ ,p, ”* r,, ^ g ^^* > ^ J ^^^ 

www.reachingpinnacles.com 





Professional Business 


Writing 

ORASCOM 


ft # * * r ft ft 8 t » 0 


2016 

By: Fikry Boutros 

Adapted from: Locker, Business and Administrative 

Communication 




Reports - Formality 



llf&ortfitsrifial 


ik’ 1 Ifuniat ■ 




■£y;rp*wSp«l 1 W itftdl t'f-iyl 




Table of Contents 





Executive 




Table of Contents 
List of illustrations 
Executive Summary 
Body 

Introduction 


Body 

Introduction 

Body 

Conclusions 

Recommendations 


Recommendations 


Recommendations 







mm 

mmm 


mm 


Spilllliil 

iilliiSliirv 


Ipt 

ffisipssg^SW- 

wmm 




•' /• , ■ 


rp . i /• ‘ -| . , 

> Title of the report 

> Informative 
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> Person or organization to whom the report is 
prepared 
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> Job title, organization's name, and location 
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report ’ ^ 

> The person's title, organization's name, and location 

> The release date 
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Purpose: to orient the reader to the report and build 


Organi 


. 




whom it was 


fyouf report; Tell when a 




> Mention 


> Thank the audience for the opportunity to do the work 
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of headings 


> If report <25 pages: list all le 


> List of illustrations 
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> Descriptive Abstracts 
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> Indicates topics covered in the report, but do not 
summarize what the report says about each topic. 

> The audience can not tell what the report tells about 
the topic. 
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Tb continue growth and re-roam competitive on a global scale, RAC fcoc. should expand tts business 
operaiioos. into South Korea. 'Hie county is a iechacdt»«4caliy advanced tsastkm arid mia&d- provide 
a *£rer>.g base foe fawe expamitogi. State tables r om pe d tors of RAC Inc. m Smith Komi are. doatg. 
quite well. Since liAC to, can compete wife then* sra the United Slates. «% are confident that RAC 
can reirain on par with them in Ehss foreign matfrel. 

The research we hav e done for this project ioScates feat this expaos»t>a wSt foe profitable, primarily 
because the- South Korean economy is flounshcr&g. Tte workforce to South Korea ** targe. and 
ftading UtkefOil employees to help set us* and tun the facility wail -be easy. In ackfteton. the 
regulations itrsd business stractro are sirtMlar to those jo the Catsted Seale* and will provide sn ctasy 
transition into this foreign nation. The ccwnpeimon will he fierce, bowwivt. we betiewe that RAC 
Inc. will be profitable Iwcause of its tract, record with the Nmksa Tab m the Onitod Slates. 

■:s* •: i - 

To eraur? a successful expansion. JASS UL' recornmerate the foUowmg: 


1. RAC Inc. should establish its headquarters sod ma mi f a c tu ri n g; plant to Busan. 

* Purchase a building ter have a place to begin rojutofactiarmg She Nod on Tab. 

* Euiuesete R AC employee*. abwtlSi«fe Korean ciakurk' and business practices before 
they begin working directly with Sough Koreaars to arvt*;! being disrespectful. 

* ELx plctfe hiring South Koreans; the available workforce is large. 

* L-ns-ure itoaJ the Notion name is appropriate wIkii trarcsSaicd into Korean. If not., change 
the name to better market sire product. 

- Nfariceat aevi sell the project to both Busan and Seoul 


2. After orce year RAC should determine She acceptance and profitability of the 
expansion. 

* Conduct a customer saiisfactscct survey with people who pwttnsed- the Nduon 'Fash living 
in Seoul and Busan to de«crraui«7 the acceptance of the product. 

- Compare and contrast first-year sales: with a competitor's similar product. 

3. tt the tablet is competitive and profitable. RAC ino. should expend its pr oduct 
into all large cities in South Korea. 

- To gam -an edge oft the corapdkiBa, crease a marketing plan that will oSer the Hotism 
Fab at scum discoeKst in the Eteffi cifees. 

• Explore integrating other RAC Inc. protects m&* South Kdfea, These product* could 
also be manufactured :it She new nssniffactctoog pinto in Umnn 
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Introduction r v J 

> Purpose 

> Identifies the problem the report addresses. 

> Scope ; ■ 

> Identifies how broad an area the report surveys 

> Assumptions 

> Statements you assume are true to support your final point 

> Methods ■ 
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conditions 

> Criteria 

> The factors or standards that you are 

> Definitions 
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Slated fur Success® 


Sntrodu of ion 


To svcwi setting lefi foebiswl fey coisgjefitkjo m global espeansk**. RAC lac.. tea® cc 
to p^fbrm an aaalya'fi afeaat exp^draa, toto Smito Korea.. JASS has research 
determine- if RAC toe. will foe successful In expanding into than foreign marfee'l. 




Purpose and' Scop*® 

R AC -Inc is a soccessfitl {nsiaen in the United States and has had sufo&iasjtial growth- ©rer toe last 
five years. With their competitors begsanino to reMare .into foreign freakets to gats rao.ce. global 
market share. RAC toe. is taafeing to expand into the rratesnaaek-wsal taarfcec as »«B. The purpose of ,,, ^ .v...^.,, 
tier tmatcb is to decide -whether or not RAC toe. should expand its bustoesss into Smith ttewess, 

NfejtiB yp4Mf&KH&»4 art# **•.■•**• S'-Mor/s.v.f*!* vr?n x&mnaea #nfe$te m • 

This report wilt cover several sufks about Jkwsto Korea ioc hiding sheer d&DM-**?-* 

eel Kara, technology marvel cotqieiekn, and possefcie Jocatk***.. Otar research w® not include cmy &fa*r **- . 
on-site research in South- Korea. We are also out d&aliftrg. directly u ti the SoeBi Korean peopte. 

Liift- 4S y-M.-: .-» .- rVJf V (2iX'JUk&J&. 

AstS,lMmpUcm& ismnat- iim pnzvim* C-- r u' rh*v An* hte# fl«.o«wfW,<ta;)r: 

The recommeodaikms that we. make are- based on the assumption that the relation stup between. *«»%' 'to 

North and Soetit Korea will remain Site same as of the first port of 20 1 1. We are? also assuraing, 'that 

the techiHtlogkai stole of Soudi Korea wifi remain constant, and fh:« suffer from a natoral disaster .wsfo, 

or an economic crash. In addition, we assume- that the process of expaaskm i nto South Korea is the 

same- with RAC Inc. as it has been with other American companies. Another assuntpttoa that we 

•are m&tng is that RAC toe. teas a good staane brand and is competitive in the United Slates with 

Apple. Samsung, LG and ofeor etecteomc cswnpames. 

?<4#' hs-Miy&tS y&Ur 'eufyfaic-ii*, W^aCUfr.,? .>'■ •*#**•» ftf# yjfo* UftjSei ««# Svhffj* 

•f-h* »>*tS5H*WB^E>*4. fifil* Mqpiart’. J»0R» s? ovf: B v^&S« i® 41 iM^ 

&ysame&>*9& tMUwyw. 

The infi:«fn«k)fi in our re-sort comes from enters? sources and ref erence txxikjs. We i«4»ttd sewesrad 
good snorces- but the best inforats^ion that we obtained same from The Central Irdtettigence 
Agency's W&rid Fa&vt.t&nii , the 13.S. Department of State. World Business CutlRite. and 
Kwwitossenstial "These? resources have given us much useful infisomaicwi <m which we have based 
<?m rec om«»tmlat»oa. 




I. #yeuf aep&r'& rMi 

The information in the repst was limited lo what we retrieved front osir sources. We wef« racM able 
to travel to South Korea to conduct on-si 6? lesearch. JASS was afeo fimded by the- iartgtsapB feonler 
«■ tint ®s:«sSs between the United Seafcas- and South Korea Other Stemtsttocis exist because' w® have fiat 
been immersed -in toe Korean culture and hare not gmt en inptdt from Stau-ffe Kitrearo; mi % fee 
expartsion of catnpanics feme thear ccmahy 

st.ti.Jh &e3 ethrsMt Sfesfeetef f» 41 nretf raaKsavts^w? rrxx'-rf, ITe^y mswfci’ SbiS? f tow. 

Deftnlliocfes 

There are a few terms that we use tisroagfeout the report tout we w ould fife* to exp^tain IteiOrefesMid. 
ms The first term -is slate tablet, an wssteshy term, which from this point m* is referiesil So «s a tablet. 

»*T Amsdnesr term we wcxslti lake io clarify is toe efty Busan. Sane sattsces .refer red to it aa- Pas®**.. Trosn 
toiss fjciti* ferward. we os® only Btasaaa. An. afeferewiaaiao we «» ks GDP, wfeaclt -slstCKlH. fm 
&ome$isc pradact. The SouBt. Komn and United StaSe* Free- Trade Agree-mer^ ragpsed t» :S 307 is 
afeferevtated m KGRSIS -FTA, its offsciaf name So the tloreed Stotes goreansmsem. 
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Writing Formal Reports 


> Data to support you argument, appropriate 

. 

topic sentences. 
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Citdria 

IASS IJLC teas estairtf steed; cffisrsa tha-i need to be favorable before we givf 
recomrrietKlatkm shout South Korea. The criteria iac-Uade- Us© g-t^eoaraeot, economy, 
market eongpetitksix We have weighted ouif criteria by perce^ages: 

Goveroeaettl — 2 f¥&.- 
'*■■"■- * Economy = 2£Kk 

* South Korean celtare =. 2CK* 

* Market gccuNUties ami oeuapettfeors = 4CK* 

We will esanaims each separately and give each criterion a favorable or not. favorable 
recommendation. Market cxmspei.itjo.ni is weighted the heaviem and rasss* foe fovw^fe or aacnErwfctt 
favorable for us to give- a positive r ec omuce?idai ion Market emtifNrtiekm -can foe ghen » fttv«3«sfate. 
mtetfavorabie. for sdbea'toi favorite recomoteodatoao based <m various exteitaJ' factors. in Use 
■markctptace. We need a latmnwm of a 70'S total to give a positive reconmiendatiofl overall 

rUpi» IrtrS-jr -r. j*«kM &flir-'r £h#t»s . 

Gove r n men! 

South Korea *s reeognt.*ed art a republic goverornerw by she rest of the world. A republic govetminersil 
fey a democracy where the people baw supreme control erm r the goverranent fSowife Korea.'. Political 
stosefinre . 300fX This foundation makes it sinwlar tsc the I’cotod States' dteGteNzsrac'v;. There is s* 
national gwemtoaos -as welt as provincial-level governments fsimitar to sc»te--k?vef gowmwMs) 
with differs***! branches. Ijtfger cities, fofce Seoul and Basut. have their own city government as well 
The government, is considered multi partied and hag multiple parties vying for positions CSewrtfa 
Korea.: Political structure. 2009). The Republk of South Korea s harm its power among three 
branches of gjpMgramemt. thus providing checks and balances inside ehe government. The dure*? 
foranciies of the novenunenf are the preRkfenttai. legislative. and jwdKctaJ CD.S. _ ; *4. 

of State. 2<>iG>. In this section. ’W wifi dasetass govermrwm control, business 

regulations, taxes, free trade. azvd concerns about North Korea. V;‘ 

t* 1 

Go»v&mm©TTt Control 

The (if and Naunnal Party iCNP) coeBrob the major policy -making branches of the g^yvcranu’cit 
President l-ee Myung-Bafe and Prime Minister Kim Hwang Sik are both ammbe:t% of the C3NI* 
Wirsnmg control of the National Assembly in April 2008 < South Korea; Pfohtieal stfxacUire. 2®*W’l 
the ONP is considered the conservative party in Saudi Korea iyid is similar te« trie Republican Party 
in the United States. Tfoetr policies favor conservatism and are considered pro-lxtseness fCJrand 
Nat iimiiS Party. 201 1 1 RAC lor. should m* expoct much interference from the government wish 
their business venture to to South Kaws. anie&t the GNP lewse* cooerol oflfe® gcn'arwiteai to the- next 
aM&cMcm. 


rr*’- 
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South Korea ranks I64h <m the e*ae of dosng business index CWorM Bsaok. Groapc .201 
measures the regulaiions that a goverorr*?m imposes cm businesses and (w easy 
run a fc^sistess in a given country, lectors Sm index measures inctuKfe the ease 
doing, mxm^ and enforcing contracts. Post comoarisim, itte United States as- rttnfced 
< Weald -Baralt Group. '2011 1 b). While there, are more regulations en ixmtmm to. 5 
salts near tte t£?p of rite Igst. The relatively low rating, -cm regtalafcicas can 
Mmkmal Party ccotrolltog itm grjveresmeiTl. There are a few geeserai 
blow befone- going into Sou* Korea. Tor mote specific bessiness regt 
t<f do further research before -expanding. 
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South Korea Isas been iuscwf! for -having ktag wwfewee-fcs and Jong %x>Amg days, Sosath Korea 
leads the wwW its, fcoors worked witfe -an average o# 2.? 5? boars per worker per year fOftwatfc, 
200® I. However. the g.ov»nra»il Isas mc&mtiy p»s»ecl laws regisl-ating the workweek- to 3CS0OL 
they stwaP6e®e«t their workweek from six days dtm-a to the irsdt^mai five -day wmfeaweek witteiia 
Use puhl&c sector,. They also sli<affefjed Hie workweek for the public sector ifctwm to 49 Umirs a 
week tKkk, 200 i>. lit private sector, btyw-ever. cewatintaes to work long tears- tpee-susse it has 
ttoi yet been regaMed. &st the |ose(Qtaeet hareted at regulating the private sector its the 
fuis&re when the-. fwahter sector law was passed i'Ktck, 2001 St^ipae^etess, mt te^latew tjasccjene ttexsgh 
the Nodonai Assembly; and Sooth Koreans oocstiraie to he the hs»rdesi- wxi>Atog fiecpS eih " 

The ScwUs Korean gomBraent has also teen kraown to have strong aapoti emstmM&aei- placed m t 
companies Central Ifsfclljgcoee Agency. 203 f>. As a revolt, eompaaae* tew* -be®!! fearc-ed- to gaJtear 
resources (to® Sotrto Kaiot hastencS cti smptortim?- them This approach helped SoaSi- Korea grow its 
GIJP and other ecosomk: bealtb measures. It has ’also mO^nccd lire South Korean consume**' view 
of foreign products. 

R. AC lnc_ may need to he eoetoemed about these regulations when expanding. so S**9tb Kcwea. 

Its general. tum-ever. regulations cm business in South Korea are simslur to timm of the limted State® 
because of the closeness is jgffVfsmeuent stmerares. Whale the cocttervaarve- Grand N'atiiMuil Party is 
in -control of the eraser branches of the gowraneni they are likely to shoot down any attemfxs at 
tmwiness fe&ulafaous The result is that future regulations on hiHness to South Korea wilt -renrt&ia tow. 


Taxes 

The total ter rate in Sooth Korea is Sower tfeass that of the United States. Cite total tut rate measures 
s*ll a€ the rsiamlatory tax** that a company hats to pay on their opersttions m a given country.) The 
l lusted States has »"469i~ tax rate, while South Korea has c*n£y a tax rate < 'World Hank Grewap. 

201 la. 29 3 lb h This tower rate rosans that a company is able to keep more of their profits in South 
Korea than in the United Stases.. 'Lower axes are a positive factor f«r R AC tec. to ccuiskfeir. 


Fr»© Trad-© 

In June 2907 . South Korea antt the Unitsd States announced tte*3 they had drafted a free trade 
agreetnent with each otter icaowji as. tte KORUS FFA t Many an. 2€*?7>. Evan though it has ttettUk agyuad 
tf.pr.rn suite Shat date, neither aatiuj's tos$j*steisure has ratified the agreement. Ra^Freattora sculled iff 2907 
hecaose of coocorns by a t>cmr«r^te-c«*n tootled congress in the U rated States and. ofipoeitson lead toy 
current President Barack Obama, to 2910. Pr eskfet* Obama got froth sides hack iosetter and' drafted 
a rse»*’ agreement tlxat is pen&tig the- approval cf toSt nations' iegissatiarers < AIT* 3016)1 The 
of tte agfBcracifl an? an. immediate reduction of tariffs and dwty-f rce trade cm '95% of sm goods 
exchanged between the countries is three years, to .19 years, ail tariffs will he eliminated between tim 
two nations. There would he access between the two cfxaneries' service sec!tac&, Mlowsaja ®ar faster 
t nicmatjinoai ds-livxsries between the two nations t Office of the UJ5L Trade 20HT. 


The KORIS FT A will be a jpewfw® for potential companies expanding intro the re 
a stable political and economic relationship bcr«veen tire United State* and Scxrtfei 
FFA will give- cosnpanass as tpso door inti? the region and an ahdscy to coodtact tow 
to tm ioteriferencii? between the governments-. However, both nations ’ te0$$a/tmtm e 
agsreecnem, -before- this bnsde agreement can make positive ira^pacts- fee RAC toe.. 


regaois tty creahsig; 


C&nc&rrm sfcKJUt ftertti Kor-s^a 

Nstrfis and &w»«tfe Korea have trees separated since 1945. These two countries were -at waff between 
1.959 and 1^53. Since this- conflict there have be&n moemmis of tertstem. icscliKlsn® sk» 
to 2939. Cmrexitfy there fa no escalation cT hostilities CSefBartmerat of Sta^e. 2^?39>. V*fe aro 

assiaming this s.litte of conflict will not: change its ihe «nar future. Impreived refeakaas wM fete ideal 
for the region. I be world, and RAC Inc. 



Slated foe Success 


. If9 

ts-d iV'&Mt f&rtt- 
St. t*S& i — ’■"' 


Summary ,—• -r -- -----* — ^ 

JASS li.,C behave® that Sowtfr Korea's pohiics favor RAC Inc 0 x.paHeCr% into the cxwairy. The 
Grand National Ratty afkwws for a favorable gcrvemMK?M fbr aSt hosisaesaes. Smtfih Korea. Isas tow 
i^gntsSKmS: fey the gen-ernasaot. and they have tower taxes. The t%$4n>ct£ORS on importing sod ftietuse- 
watweek regalaiteie® ace factors that need to he researched mo*® fey* RAC Inc. if they decide to 
&xpm€t their operation® The KQREFS FTA show® die stable reh&skws between: the United States and 
SositSf Korea. The situation with Neeth Korea Is ss stable as can be m this feme. These facto*® afksw 
IASS u> give die govemmerst criterion a favorable rating. 

Economy "*■■*'•* ^*0****? 

> ?-*■.*.!* •. *- ;•.(.> rmSgt 

South Korea's economy ts considered. «i® of the largest in the worikL Arcordso# to the CIA** SMarlrf 
Ffocfirtx*fi. the country recently became part of the top 20 eccsnomies in the world. They sure- 
considered a high-tech indasaFSadsved country <201 IX Major industries, in South Korea's economy 
include elecinamcs. tetoc o maiunk-attons , astorndHte production. cheemcals-. ship budding, and: the 
steel industries Natural resources ftoa South Kneea mcta&a coal, tungsten. graphite. naolybdemtm. 
lead, and hntroptratr ».U .S. DepwtinedofSlsle, 20!©. Not octly is South Korea one of tbs* largest 
economies in the world, it » one of the fastest growing, Bcodnomic growth, along with the OTP, 
imports and exports . and esimmey will be ackkes&i*4 in (Iks section. 


Economic Growth Ots $**■*&*# mart** ;n&&. 

World War f! :utkJ the Korean War ravished the ones retry and its ecoiKwrac base, and the country has 
had to rebuild its entire economy. Their GDP was among Che poorest in the wocfttl »« I960. Sisnee 
then. South Korea has hod record yo uft in. economic measures such as GDP and GDP per capita 
• South Korea's GDP Growth. 2GH3>. According, to the CIA's m?rid JScixsfamk . "a system: of close 
iiovi:rnfa?r« and business tees., including directed credit and iregx**? restrktkww made this success 
passible. The gov emmets pimncsteS the iflaport of raw* materials and technology at the expense- 
of consumer goods. and eucownged savings and iovesttocot over c<ms.u«spti«n'' <201 1 >. 

Figure f shows how tbs* ecocaoeuy of South Korea hft& grown over litre- us mg GDP as ■& measure. 



Figure 1 : South Korea’ s GOP (PPP) Grow 
' 191 1 to 2©€H5 fSnonat: Soatfc Kaweafr €*J>I* Growth, 2010) 
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made in the body of the report 


m-m m - 




> Recommendations: action items that would 
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> These sections are usu< 


they are short 


> No new 


this section 
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Stated for Success 


Conclusions and 


All erf the PEse anrft shat have done, supports the decision to expand «* o Srnsth Korea. The 
g&vemimem. •&Cfmmrty, mm S coftaie criteria all received favorable for a total of 

60%. Market pofsihilibes and competition; mcerv-ed half support for an adfcjifion&l 2G*&. Together. 
South Korea. has earned 55CKS based cm our emeri-s. 

Therefore. we believe that RAC Inc. could parofltaSjly expand imo Smith Korea. The Noiio« Tab- is 
a bigh-<pi»Jdy product, and it will be easily integrated snt»> this techmste5g»eall:y advanced cmmty. to 
concfw»io«, we recoerwnend that RAC Inc should expand ins*? Smith Kcwa. 

To aasuflj a successful expansion. JASS id XT fecomcnerads the following; 

1 . RAC lr#c. should establish its headquarters and mar. u fa-etci r mg plant in Busan. 

•* Purchase a building to have a place io begin maraifachirmg the N>ntion Tab 
♦ Educate RAC emplovccs about South Korean culture and business pmcuces before- the? 

, begin wodtiou: dSreedv with South- Kritecaas to o^mlftests®. di-snssKecffttl. 

Hxtfo** hiim$ South Koreans:, the avaifehte workforce is fatpe. 

-u * Vtaswre that else Notion name is appropriate when translated into Korean. If not., -change 
»•* " the rrame to better marker the presduct. 
fc4-B*wK. * Market and sell the product in both Busan and Seoul. 


^jns 


■p'&r&tiBi. 


2 . After one- year RAC should determine the acceptance and profit ah il rty of the 
expansion. 

^ Ceoduct a customer satidactktfl survey wilfe people who purchased the Notion Tab ltvki.g 

* in Seoul and Busan t» determine the acceptance of the product. 

OmpatB said contrast first year scales with * compels* ew's similar product. 

3. If the tablet is competitive and profitable, RAC fnc. should expand its product 
line into all large cities in South Korea. 

* To gain an edge on the confcpctitkMi, create a marketing plan that will offer the Notion- Tab 

* art some discount in the new cities. 

I ixfStew® integrating txfeer RAC Inc products into South Korea. These products could a£so 
be mariofaciurcd at the new raareufactuating plant in Busan. 

^saafaaSstf. svitt-ry n+r&itrv? s-wr-- i<- t,rw fansefc* /&?&?, a % -«) l.r 

un %*> tfeott* *s:f £y •»&&«#', T^w? kfcwa-Sr -i&T- wytft hm S«s^«at#K»tt<9'!'--aftmfe of -r-" 0 »l 1,.«- 

:fW.SppS'*k**» .’i": Wta; r-fJJJ'j- ,;.-■? li'nj? npaitwk. 
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Organize 
Write the report 
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can simply record the work done so 


interim 


quality of the work and recommend tl 
ued, or restructured. 

Trip reports can simply share what the 
during a visit to a customer or supplie 
mend action based on that information 

Closure reports can simply document 1 
products that are not economically or t 
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The Report Production Process: 






> Plan to spend significant time analyzing 
your data, revising drafts, and 
preparing visuals and slides. 

> Begin analyzing your data as you collect 
it; prepare your list of sources and 
drafts of visuals as you go along. 

> Start writing your 

v-' j 

research is compi 

> Save at least one- fourth of your time at 
the end of the project to think and write 
after all your data are collected. 


- J before the 
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Usually in paragraph form (i. 
variety of sentence structures 
introducing the topic) 


> Executive Stimjgyl 

report), especially 


The Beginnin 


report aims 
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bold. 


charts. 


lists. 






present a conclusion 
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Vlfs'li. 
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The End 
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One verb 


iiSililll 

'V ^ ^ 
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w? 


and verb 
Examples: 


erformance was 


NB: and - so - but are 


comma w 
sentences 


:■ v 

.v • r./vV; 


m 


one s 


!£it$ 

iigher, and the 
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AND has 3 possible positions in the English 


Between 2 items (nouns, verbs, etc. 


I signed the contract and submitted it. 

1 ||i v- i '' ' 

2. Between 2 independent clauses: 


I signed the contract, and I submitted it. 

3. Before the last item in a list : 

I read the contract, signed it, and submitted 
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Mmmm 


llpiilli 




Pi 


xtMtfP&s* T.V 


> Last year, the sales were higher. Moreover, 
the perf orman^^S^ietter .• . yAi:J| 


B: Both a period (.) or a semi-colon (;) 
be used before linking words. A com 
is always used after linking words. 


can 
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pipn 
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> Moreover 
Finally... 

> However, 


on the other hand 

mean mit) 

> Therefore, thus, consequently, hence. . . 
(they all mean sc i^Kl IlllllllSlll- ; 

> Similarly, likewise. . . 

> For instance, for example, in other words. 
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REACHING 
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Lists 


^S^A5^^S^gggaBB^HB8»gegg&gBSSBEBBBddWaMBa 




••.•:•'. ... 

> Lists are either bullets or numbers. They are 
used to: 

> Create a strong optical effect for the reader 

> List important points 

> Explain a seq u ence or order 


> In both cases, 

> Words 

> Fragments 

> Sentences 





can 




fee 

y t 


In lists of words and 
/Open or closed. In lists of sentences, punctuation is 
^always closed. 




'^/rr 
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s- vyvvw.icow 
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lifts 




> They are used best w 
figures and numbers 

> Charts include: 

' v V.<* / : ' V ’ * f ' 

> Bar graphs 
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> Pie charts 


.•- •' v. ' ' ' \ * fl&i / 
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orts include a 


> Lists (in the 
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ffif 




Take a few 
purpose. 


to think of yc 
i, content, etc 


Draft a list of id 
included in vc 


raw a skeleton for your report 
(beginning, middle, end) 
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Decide on the nature of each sec 

V*: ■?; ■ : v r ^ : V v- : &*• ’? ? •' 

- '• .*'»•» - ' : - ; . i'^'r - I> _ • ' 

your report: paragraph, table, 

‘ ' $fiS ~'C ~ 

> Draft: 


editing, review 1 
structure, punct 
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The End 
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write any 
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Types of Sentences 


The Compound Sentence 
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Types of sentences 
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•;v- ry. fj^y'. 


A Clause 


The Sim] 
clause. 


Ex: John works for OC 0/-3|l 

-> Subject + Subject + Verb 

•a’ j *• • Vi- • ; “v *’ ’ '• 

Ex: John and Mary work for OC 

-> Subject + Verb + Verb 

Ex: John lives in Heliopolis and works 
for OC 
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it is called an 




Ex: *Worki 






is an 1 
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> A Verb 

> A Subject and a Verb 
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> Numerous 

> Various 


> Few, a few 





REACHING 

WmMUti WM 


The Uncounl 
that cann 


nouns are 


Food Materials: Water, Sugar, 
Cheese, etc. 

Special Cases: Information, 
Furniture, Equipment, Advice, 


r 4& 


WM 
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> It is never in ti 
takes 's') 

> They are otter 
like: 

Much, an amou: 
little, a little. 






I he Verb 


Forms: 


4& 


: eat 


m: ate 




§t§SI 
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> Present 

> Future 
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The Verb 








Tenses 


'. . ■■ 

. ■ • ■ ' .■S 

Past 

* '. ..V*\ ■ ,• ‘ - 


Future 

Simple 

Ate 

-5- ' r> •V. <•"_:* * ’ 

fv ' V ’> * '■ ' ■ 
:h £* vvi?> V • 

Eat(s) 

VV‘, 


Continuous 

.- ( ’U f t T 

Was/ were 
eating 

Am/ is/ are 
eating 

Will be 
eating 

Perfect 

Had eaten 

' *'j«“ > # A* V* , 4^ < ' ‘'T'^ j * V. • *' 

• / ' *v •; f \ 

■ 

C-t-A . 

Has/Have 

eaten 

Will have 
eaten 

Perfect Continuous 

Had been 
. 

eating 

Has/ have 
been eating 

Will have 

been 

eating 
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> There are 3 major ways to form a 


a comma T conjunction 


mm mm 


i r 


2. * Using a semi-colon (;) 


a transition word. 





The Compound Sentence 



Using a conjunction 


Example: 

> Last year, the sales were high 
performance wasJhetter. 


NB: and, so, but, 
bv a comma. j 
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2. Between 2 independent clauses 


1 submitted it 


3. Before the last item in a list 
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ispisi 

III : 
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performance was better. 

The semi-colon is used between 2 
independent clauses when they 

• •' •;: -• * 1 vj* 4JK1 1 * *^ -ri .:«$?'■ j;;* ' S5S§S&>i. ■/ 'bt a’ i? i .t 1 ' ’ 

1. Short 

•■ ';- '■_ r r ' - f ■ -'"--V 4-." -, - 

2. Discussing the same idea 
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i he Compound Sentence 


Using a Transition (Linking) word: 


> Last year, the sales were higher ^moreover, 
the performance was better. 


> Last year, the sales were higher. Moreover, 
the performance was better. 


NB: Both a period (.) or a semi-colon (;) can 
be used before linking words. A comma (,) 
is always used after linking words. 


oP\ W 
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iiil 




is 


> Moreover, also, furthermore. In addition. 


> However, nevertheless, on the other hand 
. . . (they all mean(Sw£)) 

> (Therefore^ thus, consequently, hence. . . 
(they all mean(so)j 

> Similarly, likewise — 

> For instance, for example, in other words. 
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Using an adverb 
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l. Using a Relative Pronoun: 

Who, whom, which, that, whose, when, 
where. H 1 

Who People/ Subject + V 

Whom -> People/Object + S + ¥ 

Which/That -> Non-human + (S) + V 

Whose People/ Things 

(Possessive) + S + V 

When Time + S + V 

Where -> Place + S + V 
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/O 1 • ' C 11 

Combine the following 

O 

sentences using the correct 
relative pronoun 
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Who, whom, which, that, whose, when, 
where 






Whom 




•ga^jtes 


- -r 
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Time 

Manner 

Condition 


‘ :• 

trf - .. - x 

■ ' 

V.-; 
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ifti 
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REACHING 

0 J irinti€i€& 


RF KGV-Pa 





'comma 
ional on 


contrast 


> Even thoug h he took his driving test 
five times^he still hasn't passed it. 

> He still hasn't passed his driving test 
even though he took it five times. 

> He still hasn't passed his driving test 
even though he took it five times. 
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Using an adverb 


-;'’v 


There are mainly 2 types of comple 


Using a r 
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whose, when. 


Who 

Whom 


ect + V 

+ S + V 

-> Non-human + (S) + V 

-> People/ Things 
ive) + S + V 

Time + S + V 


Place + S + 
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Condition 
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Slifttl 

mamx mt 
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rr~! • 

1 line 

Manner 


Comparison 


See handout for a 
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you 


should 
you 
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The Complex 




> Even though he took his driving test 
five timesjae still hasn't passed it. 

» g?.*v V/ ’ Vh’. j " ‘ • ' ' ‘ V /':,»( V i- , >;;r 'ffiCT'l'' 

> He still hasn't passed his driving test 
even though he took it five times. 
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Report Structure 


> Middle 


> End 
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aph form (i. 
e structures 


introdu 


> Executive Summary (outlining the 
report), especially in longer reports 


g. This report aims at outlining the 
workplace problems and suggesting 
remedial solutions. 


The Beginning 
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The Middle 




> A logical structure all along 

> Using headings when appropriate 

> Using graphics and illustr ations - 
bold, capital letters, ^nV»e 
charfl, lists. 
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• ‘TVh'vM*; 

* 
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The End 








It is best used in: 

> The beginning 

> The end 

,|§ §|§ 

> The middle pari 

description, per 


t require 
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ouns, verbs, etc.) 




2. Between 2 independent clauses : 

I signed the contract, and t submitted it. 

3. Before the last item in a list : 

1 read the contract, signed it, and submitted 
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> Lists are either bullets or numbers. They 
used to: 

> Create a strong optical effect for the reader 

> List important points J§ 

> Explain a sequence or order 


' ' r 


> In both cases 
> Words 


filliSilli 

il«i!ll!«IS* 

wmmm 


en or closed. In lists of sentences/punctuation is 
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Charts imclude 


, . .. : .. • / 

- ' ....... -. 


> Pie charts 








www.reachingpinnacles.com 




REACHING 
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> Paragraphs (used in the beginning and 
the end - sometimes in the middle) 


> Tables and/ or charts (in the mi 


> . .. , 
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content, etc 


included m your report 


: 


llllllll 




, middle, end) 
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A step-by-step a 


Decide on the nature of each section in 
your report: paragraph, table 

> Draft: 


Start drafting your report. 
> fcdit: 


Remember : Write first, eciit later. While 

review your sentence 

J .'V ' 


structure, punctuation, grammar, and 















Use visual aids to 


lisiliss 


interest 




If 

• - 


Clarify / Sim 

Reinforce 

Summarize 


SBgg 


mm 
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Contrast 




No contrast 
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Balance 


No 

Balance 
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> Compares discrete, quantitative 
lnforrn^TOflr^ . , 

• •• • .’•’ ’ * .■ ’ ‘Wf^5»&j§3?3£^ f ? f * ••■-: : ~~- ! ; . *• :'“ .*' r '- ;■-' -fvhf^.yi .;! lx •' 

> Provides a quick visual cornparison 
of the relationships between or 
among components. 
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Creating Visual Aids: 




Guidelines: 

> All bars must be the same width, and the 
space between the bars should be constant, 

> Units should be spaced evenly on the axes, 
and axes should be labeled. 


'MBS: 


> Label the chart. 

It' 

> in multiple bar charts, use shading or color 
to differentiate between the categories. 


www.reachingpinnacles.com 



www.reachingpinnacles.com 




REACHING 


www.reachingpinnacles.com 




www.reachingpinnacles.com 





varies as a r M 

> Avoid distortion; the y axis 
about % the length of the x . 


<:•:•:-•■ v V -r... ^.-v. w IP II 1 1 ■ 1 1 mm — 

www.reachingpmnades.com 




REACHING 




mrnmim 

•••' : - ;V ; 








ures 


vlsSSliil# 

Iflil 

IllllS^ 

IHiilrt# l- : 
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gisiaBii- 

wish 
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columns rather than rows. 

> Label the table, the columns and 
rows 




■ 
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